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13,1 Xe B’ 5l allows employees of participating agenciesto have
greater control over their benefits by permitting online
PRESS  changes. However, to use Employee Express, you

must have an EE PIN.
How to get an EE PIN:

The Office of Personnel Management mails EE PINs to new employees about two weeks
after the employee enters on duty. If your PIN islost or forgotten, a replacement can be
obtained by calling the OPM-Macon Help Desk at 478-757-3030 and choosing the PIN
option, or by using Employee Express on the Web and making a PIN request on-line. Note
that for security reasons, the Help Desk will not issue and mail anew PIN to any address
other than the official one on file. Therefore, please ensure that your human resources office
has your current mailing address on file. Y ou may locate your human resources office at:
http://hr.od.nih.gov/Benefits/Dhrobranchl ocati on.htm|

The Online PIN Request feature allows an employee who belongs to a participating agency
of Employee Express to request a password that will be forwarded to you viae-mail within
one business day. In order to request a password, the employee must have avalid e-mail
address which endsin .gov or .edu. Personal data must be inputted exactly asit is reported
on your earnings and |leave statement (payslip).

To begin an online PIN request, click on the “Forgot PIN?” button on the Main page.

Follow the prompts to request a password. (If you need assistance to complete the personal
information, please contact your servicing Personnel Office. Y ou may locate your human
resources office at: http://hr.od.nih.gov/Benefits/Dhrobranchlocation.htm) Once all
information has been validated a password is provided viae-mail. Y ou must then re-enter
the Employee Express On-line PIN Request feature to retrieve aPIN by entering the user-id
(whichisthe e-mail address) and the password. Y ou will then be prompted to enter availd 4
to 8-digit PIN. ThisPIN can then be used to access the Employee Express database for
payroll changes.

How to Access Employee Express.

Employees can access Employee Express through the Employee Express website at:
www.employeeexpress.qov| Enter your SSN and PIN, then Agency. Y our personal benefit
options will appear. Y ou may then make your changes.

Employees may also use Employee Express by tel ephone at (478) 757-3088 from work, or
(800) 573-0940 from home. To use Employee Express by phone, enter your SSN ands PIN,
then follow the telephone prompts to make changes.
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How to get Assistance:

To obtain assistance for Employee Express, you can call the OPM/EE Help Desk (in Macon,
GA) at 478-757-3030 or 800-573-0940 from home. Hearing impaired employees may call 478-
757-3117 or 888-880-0412. The help desk is available Monday through Friday between 7 am.
and 7 p.m. ET. At other times, a message may be left and someone from the Help Desk will
return your call. Y ou may also contact the Help Desk via email at EEXHEL P@OPM.GOV/|
However, you must include your full name (as it appears on your earnings and leave statement),
your agency's name, your phone number and a brief description of your problem in your
message. Questions concerning specific personnel and payroll information should be directed to
your servicing personnel office. 'Y ou may locate your human resources office at:
http://hr.od.nih.gov/Benefits’'Dhrobranchl ocation.htm|

The Help Desk provides the following services:

+ Explains the options available and how to make your changes using Employee Express.
The options are: Taxes, Financial Allotments, Direct Deposit, Address Changes, Thrift
Savings, Health Benefits, Savings Bonds, Combined Federal Campaign (CFC) and PIN
changes.

»  Provides numbers for the phone system, locations for touch screens and contacts for
your servicing personnel office.

+ Issuesanew PIN for all agencies, except for GSA.

« Provides aconfirmation letter for benefits changes made through Employee Express.

For ALL other personnel or payroll information please contact your servicing personnel
office.

If you would like to email the EE help desk, you must include the following in your

message:
« Your Full Name - as appears on your « Your Agency's Name - DHHS
earnings and |leave statement
+ Your Phone Number + A Brief Description of your problem

DO NOT include your Social Security Number (SSN) or Personal Identification Number
(PIN) in your message. Send the email to EEXHELP@OPM.GOV

Who can use Employee Express:

Federal civilian employees of DHHS.

Who cannot use Employee Express:

« Commissioned Corps Officers +  Guest Researchers
« Visiting Fellows « Other non-FTE positions, e.g., ITRAs
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Actionsthat can be performed in Employee Express:

Federal Tax

« Changesin marital status «  Amount of Additional Deduction

«  Number of Exemptions « File Exempt from withholding

State Tax

«  Number of Exemptions for current « Amount of Additional Deduction
state

Direct Deposit - Savings and Checking only
« Start — need bank routing and account number
« Changein Allotment

Financial Allotments—for employees with Direct Deposit only
+ Start new alotment +  Stop an existing allotment
« Change an existing alotment

Must have financial institution’ s routing number, account number and account
type.

Cannot be used for charity, savings bonds, garnishments, or other organizational
dues.

Headth Benefits (FEHB) — Open Season only
« Enrall in any health plan
« Cancd enrollment

Change from one plan to another
Change coverage (self only or
family)

« Participate or Waive Premium Conversion

Health Benefits (FEHB) — Non-Open Season
« If not participating in Premium Conversion — Cancel enrollment
« If not participating in Premium Conversion — Change from Self and Family to
Self only with present health benefit carrier

Thrift Savings Plan (TSP)
«  Start enrollment during open season
« Change dollar amount or percentage of pay during open season

« TSP Catch Up Contributions (must be age 50 or older and contributing the maximum for
your regular TSP contributions.)

« Cancel contributions at anytime during the year

Home Address Change
« Change any or part of your home address

PIN Change
«  Change PIN Number
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Actionsthat cannot be performed in Employee Express:

State Tax
« Change your State « Fileinitia state withholdings
« File exempt from state withholding « Claim more than 10 exemptions

« Designation of marital status

Federal Employees Health Benefits and FEHB Pre-Tax Action (Premium
conversion)

« If participating in Premium Conversion - EE changes are permitted only during
Open Season

Thrift Savings Plan (TSP)
« TSP—initia TSP elections— must submit TSP-1 to servicing personnel office

- TSP—loan application — must go to TSP website using your TSP PIN
« TSP-— chanies in future TSP allocations between funds — must go to TSP website

[vww.tsp.gov)) using your TSP PIN

Other Actions

« Name Changes «  Savings Bonds actions

« Combined Federal Campaign (CFC) « Federal Employees Life Insurance
charity deductions (FEGLI) —adll actions

« Long-Term Care (LTC) actions « Flexible Spending Account (FSA)

actions
« Initial entrance on duty (EOD) forms

Who to Contact if an EE Transaction/Change is not Reflected on your
Earningsand L eave Statement:

If you received a confirmation date when you completed your transaction and the effective
date Employee Express provided has passed, see your human resources representative to
check your transaction.

If you did not receive a confirmation date, contact the OPM-Macon Help Desk who can
track and verify if the transaction was completed. The Help Desk number is 478-757-3030.
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Goto Employee Expressat: jvww.employeeexpress.qov|
At the Welcome screen enter:

* Your Social Security Number, and
* Your PIN

| 3! 1esirper brpress B Page - ~Erawst Infeme Peploner _‘M

Me B Vew Powie ol e a
riv - QA3 Poenh reoim @i (32 505 d

|Wl_I|l".HI=TH~' splryseseem gy :J o ;I.H:’
- -
"MPLOYEE CHANGES? NO BIG DERL i
Walcome to Em wEx : b anatficlal
pleyee Express e T
Emplayes Evprers puts frdenl emoioyees n cosied o their prsrol-gemonnal i ol This wptesi o tha
wirmaien itormiatian m Hee spabem ool
Hﬁ:ﬂl_
Wl RESNC R o2 @ [adic e 18 Emphoyse Eapieds piu Loy diw and make woal bves pmad and
changes ondes b yout parorns payrol| ifomeslion. Evgioges £apiess e w“
wolr chasge requas to paer seracng papniparenned ofice dimmvatng th mesd 1 weroH ly TBaling snd mron e,
1o sikemil @ paped oo 0 B Dhat eass)
! frad
m..
e ]—._.
Egnin |'
kst or Fosgat P4
Syt Aogiemans Upes Seeson Lmiarm asan Sysipm Awailshifty | Ao coma s =
Yaur Cormunt o erngs:
Brir e SIF . A B bon WSIHA Ersplopsas
ﬁ [T R PO T ] N Feshaled A1 el N :':-;JT::;W'J: o ad
n Jenroript Ined bed
Sylarag b ©n rowlp redap prasd
riaaniar Eeachbant For keeyiek Boprdtd B ptkamid
Elri_ll-'ﬁ:-l__*_l:i'ﬂlll'l St neeas ak Tha Dapartrrmnd of Vebersn & oo _ﬂ
g 151 L

Wz |2 % 8 T | ive-mooss. | B sreeasts. .| _iEwms Exgees] By tngirver. | 8 V08 -Erg | rpleswe tap_ (SZPEE jeman

Prepared by: OHR/DHRIS Systems Team:sdr 7-29-03 6


http://www.employeeexpress.gov/

At the Sign-in screen, click on:

* Department of Health and Human Services
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The Main Menu allowsyou to view a summary of your benefits and make changesto
thefollowing:

+ Federal Tax

. StateTax

« Direct Deposit

« Financial Allotments

+ Federal Employees Health Benefits (FEHB)
+ FEHB Premium Conversion

« Thrift Savings Plan

« TSP Catch Up Contributions

+ HomeAddress

From this page, you can make change your Employee Express Personal |dentification
Number (PIN). You can also access the retirement estimator and the TSP website.
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Toview asummary of your benefit information, click on “View Summary Benefits.”
From this screen you can seeyour current elections.

3 Summaty Page - Microsoft Internet Explorer ng
g
EMPLOYEE CHANGES? NO 81G DEAL!
Main Menu | Sign Qut |
Summary of Benefit Information
A summary of your Employee Express information as of April 19, 2003 appears below. If you wish to
make a change or view any of the items, select the corresponding feature title link. Employee Express
will then display your detail information and quide you through the change process.
Direct Deposit Federal Tax Federal Employee Health
n Benefits
Bank Filing Status: M
Routing 271182524 e Blue Cross znd
Code: Fagmolimss 1 Plan: Blue Shield
itional: Service Benefit
ot oo [
Number: Code: 105
Account ;
Type: Checking
Financial Allotment Home Address PIN Change
Allotment 1: 800,00 1234 Please select the "PIN Change"
" ; Street L: CONKECTICUT fitle to change your Employee
Allotment 2: 300,00 BLYD Express Personal [dentification
, Humber (PIN).,
City: SILVER SPRING
State: MD i
ALY 203011414
State Tax Thrift Savings Plan Thrift Savings Plan Catch-Up
Filing Status: M Pay Period Pay Period
Nadurtinn: L3% Nadurtinn: 0.00 j
& |_ |_ E 4 Interngt /

fstart

H588

‘ Inbox-MicrosoFt Ou...| @NIHIOHR-Emponee...l @Employee Express - ., | Documentl -Mitroso...”@Summary Page - .. ‘@ﬂ(ﬂ 9:44 At
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To view and change your Direct Deposit, click on “Direct Deposit” from theMain
Menu, you will seethefollowing:

]l'-;hrfl Feperss - Teraplade - Microsoft Inferref Faplaser
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Pemanyy Paiicy | kenerty | Prequemdy Adeed Quesbons | bt s | delp

Direct Deposit Change

» Direct Depeef allows your papcheds tn/be elecroncally Tarefzmed o he francial inshtuaon of
your choie,

» s P Sl OF Crange 2 Cirect Depoa

w TioSartor Change, wou nesd your Fnanc il nshiuons Routing humbser, Accoonk Mursber and
gt Typs (Chadkng or Savme) You tan obrian s ndrmston fom your frendsl instrnsomn,
11 poun chireel o Firanciad lrlition's Riwitng Y, wou fdy blso a1 chirg vur
dsrmurd urber and At Type

T v reshon o5 cumenk: 26 of Py Periogl ending Apnl 10, 2083,
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From this screen, you can make changesto your bank routing code, account number,
and account type. After changesare madeclick “Save’. To cancel, click on “Cancel”.
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To view or make changesto your health benefits, click on FEHBP, you will seethe
following:

]I'-;hrfl Fegrrres - Health Eenelits (FEHA) - Srrsodt It Fapheei M
EMPLOYEE CHANGES? NO BIG DEALI 1
Pemamy Paiicy | beruety | Fregmerrdy Adoed (uesbrne | (mba s | deip
Wain Mira | Eign Tt |
Heafth Benefits (FEHB) Change
T v matin 5 rument 28 of Bap Periodl anding Apeil 19, 2003,
Errodlmeent Plan Name: Bus Srom and Blas Thisid Semycn Berefn
Enralminl Plan Code: 103
Ew: Blaradied Orbion, Sall and Family
ous ar 1t aflhed b i chans 0 pour FEHE coverags ol 1 B -t edimant of your healh reurance
prenaie Mz ey s g peraonnel or gyl ofice
| |
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|
= -1 L

om0 B | Pt ook | EN08 e | b | Bonents e [E enphrecbores. QW 00

The page will show your enrollment plan name, enrollment plan code, and cover age.
NOTE: You may not change or cancel your FEHB coverageif you are participating in
the FEHBP Premium conversion.
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To view and make changes your Federal Taxes, click on “Federal Tax” from the Main
Menu. You will seethefollowing:
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EMFLOYEE CHANGES? NO BIG DEAL|
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You aregiven general federal tax information, and can make changesto your marital
status, number of exemptions, and/or additional deduction amount. After you have
made your changes, click on “ Save” or “Cancel”.

To file Exempt, click on the* File Exempt” button. Thismeansno federal taxes will
be deducted from your pay.
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To view and make changes your Financial Allotment, click on “Financial Allotment”
from the Main Menu, you will see the following:

alrl.'l-:r-.! Lapreas - fmerey Abstrrent - Siresalt Intereet Duglorer

EMPLOYEE

Financial Allatment List
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Financial Allotmunt -
Bank Roiting CodesRD1LEZ3E Acoounl Kumbier : J000N0O0DHED
Account Type: Speng  Amount: 11
Chargt | S|
Financial Allotment -
Bank Routlng Code:AITEE23E  Aepount Nurmber; 20 0000000000200
Account Typa; Cheching  Ampunt: 2|15}

b | 3

o . ) . [ [ e :
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You can start a new allotment, change an existing allotment amount, or stop an existing
allotment. You can have no morethan three financial allotments.

To make changes, click on the appropriate button(s) (i.e., Start, Stop, or Change)
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To view and make changesto your home address, click on the“Home Address’ from the
Main Menu. Enter the changesand click on “Save or Cancel”.

rEag - Fimie dldreid - Mariell Isleceet Bipdoe e _-luﬂ
EMPLOYEE CHANGES? NO BIG DERLI 'J
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» gy vour op code will ipdals e oy, shale and counry
This irfr mation i cument as of Pay Period erding Aprl 19, 2083,
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To view and make changes your State Taxes, click on “State Tax” from the Main
Menu, you will seethefollowing:
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State Tax For MARYLAND Change
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You can make changesfor your current stateonly. To make changes, enter the new
number of exemptions, and/or any additional amount to be deducted. Then click on the
appropriate county. After you have made the changes, click on “ Save or Cancel”.
NOTE: Seepage?2 for statetax changesthat are not permissible.
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To view or make changesto your Thrift Savings Plan, click on Thrift Savings Plan,
Click on the appropriate button for the change(s) you wish to make

3 Employee Express - TSP Module - Microsoft Internet Explorer =0

Thrift Savings Plan Change 4

You chould not use bath & paper form TSP-1 and Ermployes Express to make TP elections,

The election you make trough Emploves Express will anly affect your futlre cantrbutians, not your past contributions,
You can start ar changg your fulure confributions anly during the TSP apen seasans,

You can stop your conributions at any time.

FERS employees may contriute Up to 14% of basic pay each pay period

The dollar amount you elect cannot exceed 14% of basic pay each pay period for FERS emplavees,

FERS refers tn the Federal Emplayess' Retirement System, the Foreign Service Pension System, and other equivalent
Government retirement plans,

You ay Use Employee Express 1 change the amount or percent of payroll deduction for contributing to TSP,

IFyau are & new or rehired emplovee wha has never had @ Thrift Savings Plan (TSP) aczount, your confributions will be
invested in the Government Securities Investmant (G) Fund, until you request a contribution allocation through TSP,

IFyau are a rehired employes who has previously had a Thrift Savings Plan accaunt, your confributions will be invested
accarding ta your last confrioution allocation on file with the TSP until you request a different contribution allocation
fhrough TSR,

There s an annual imit on TSP contributions established by the IRS, which is currently $13,000, If you reach the IRS limit
on TSP contributions before the end of the year, your contributions will stop and you will lose any further agency matching
confributions.

You can select efther a percentage OR enter a whole dollar amaunt of your basic pay that you wish 1o cantribute per pay
period by selecting the aporopriate biock o the screen, Your payroll dallr amount cannat exceed 14% of your total salary.

TSP requlations allow you to make only one election each Open Seasan, Once your TSP election is effective, you can not
change it except to stop your TSP confributions,

This informatian is current as of Pay Period ending April 19, 2003,

Percentage: 13 %

Stop TSP Cantributions

Visit TSP web site - The Federal Retirement Thrift Board's TSP web site (www.tsp.gov) lets you change
the allocation of future TSP contributions or transfer existing account balances among the G, F, C, §, or ]
funds. You may also call the ThriftLine at 504-255-8777, or submit form TSP-50 available from your
servicing personnel or payroll office.

Yisit TSP Web Site |

Thicr nntinn il funn-fruinn aod of Coanlagnas Funence da thn TOM ab ~Ha

[
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You may select Pay Period Deduction to change the dollar amount or percentagethat is
to be deducted from your pay each pay period. You can also visit the TSP website, or
select the TSP wor ksheet calculator to link to the TSP site.

To start, change, or stop TSP Catch-Up Contributions, click on “ Thrift Savings Plan
Catch-Up Contributions’ from the Main Menu.

To bedligiblefor TSP Catch-Up Contributions, you must be age 50 or older and be
contributing the maximum towardsyour regular TSP contributions
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o et well porrus urrl | e end of B calarder year unkess
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There i e arva| bmibon TSR Calch-up confrbutions estabisted by B 25, which & osrendy 120000 1 you resch the
RS bvit on TSP CatorrUip conbributon before e end o P sear, sour con Evfore wil riop

Toke elighle, sou must be S0 pears ol by Ba and of current calendar wear or cldar ard cumantly coniriluiing Fe
memimin o fEplear T Conl e

Triz infor mastion i cument 2a of Pay Periog endng Aprll 19, 2003,

Thrift Savings Itams Gurrani Hnw
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To start or change your contributions, enter the amount you wish to have deducted per
pay period, then click “Save’ or “Cancel”.

Prepared by: OHR/DHRI'S Systems Team:sdr 7-29-03 17



To make changesto your EE PIN, click on “PIN Changes’, you will see the following:

Make the appropriate changes, click on “Yes’ or “No”. Clicking“No” will takeyou
back tothe Main Menu. Clicking “ Yes’ will take you to the following:

W Ermiopre Borves - Tereplete - Haomol [nbervet Feplarer

EMPLOYEE CHANGEST NO BIG DERL
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PIr Change

Maaso ober your now PR Resnnmibees, T et b 8% loast 4 aenbors sed mh en0ro Thesn @ pembors, Yo
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Entnr gmir NEW PIN ¢ |

Plaasi re-anbie yose nas PR Tor verlication. Resnenis, 0 pnest Be 81 lnast 4 sambars Said oo more
than I numisers. Vou can ordy erer nurmdsery, angihing slse mill be rejectad,

Au-seder your SEW B | |
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L EX T .
Wstart| | 2 0 8 FE | (e p | ) Scmnt. | et | Bt | Ejatvos - | Eerorve e [ e - (LW

You will be asked to enter anew PIN number. You new PIN must be at least 4
numbers, but no morethan 8 numbers. You will then haveto reenter the PIN number
in the second text box. Click “ Save New Pin”. Your PIN change will be accepted. You
will need to use thisnew PIN the next timeyou login.
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To estimate your retirement, click on the “ Retirement Estimator”, you will seethe
following screen. If you want to usetheretirement estimator, click “Yes’. By clicking
“Yes’, you will leave the Employee Express site and will link to a generic retirement
estimator. Clicking“No” will bring you back tothe Main Menu.
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After you have made your changesin Employee Express, you will betaken to the
following screen. The Pay Period Notification isa confirmation that your transaction has
been saved in EE. It will also provide an effective date for your transaction. Please note,
however, that dueto agency processing deadlines, the transaction may be made effective
on alater date. You areencouraged to review your earningsand leave statement
(paydlip) to verify that your change has occurred.

NOTE: It isrecommended that changes not be madein Employee Express
on thelast day of the pay period. Thisiswhen payroll datais collected and
processed.

If you want to receive a confirmation of your transaction, you must provide your email
addressin the space provided on thisscreen. Click the “submit and Return to Main”
button to complete your transaction. Y ou will receive an email confirmation of your
transaction.

If you do not want a confirmation of your transaction, click the“ Return to Main”
button. You will bereturned to the EE Main menu.

NOTE: Itisrecommended that you choose the email confirmation option. By
choosing this option, it makes it easier to track and follow-up on problem
transactions.

To exit Employee Express, click on the “Exit” button.
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